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1./ DIVISION SUBJECT FILE
Consists of correspondence, reports, L.7 L draver legal  Permansnt, Disposal mot =~
gurveys and other papers which document - safe | anthorized. Cut off at end
t # policies sand operations of the ! ‘ ! of each calendar yeary retain
% Tii¥ision pertaining to exploitation and : in current Tiles area 1 year
E 3 translation of foreign language publica- - i and transfer to CIA Records
% tions; the file slso includes: records that ] Center,
! #ccumulate in directing the Divieion's i
P programs, Filed sécording to Agency
File ; ) i
(19&@-19;5&}' i
2 m? SECRET mss » ‘ _
! / 'ﬂ'-se are tap secret . documents which: ! 2.0 4 drawer legal | To be reviewsd for poseible
reflect the sctivities of the {mnslation . safe downgrading or destruction,
3 requirements function of the FDD support : ‘Retain in current files area
= for various projects, They conslat of : indefinitely. .
‘| top secret correspondsnce; reports, :
| translations and docwnts. Filed by -
document number, B
(19&7-;1953)
3,| LTBRARY REFERONCE MATERIAL A
f Thess are bound books, technical mamsls, | |k shelf hook- | Permanent, Retain indefinitely
i dictionaries, ﬂnmcs, etc. ~Uned as & cage except that material when mo -
; ;45' referente;, L v B : longer needed will be returmed
l LA yz ; @\W - { ' te the Lidbrary, Personsl property
P ., Agency material . : D R S retained by Thaividuel
P B, Personsl properiy : ‘ 5.0 - :
|_SECRET
: : , . -
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L. | STAFF SUBJECT FILE

| These files sccwmilabe in the generaL

| edmindstration and operation of the
‘Division and are used for administrative
and plenning purposes,
' correspondence, memos, reports and forms
'pertaining to various personnsl ratiers,
‘tradning, T/0's, budget, security, career
‘servics, requisitiens, stock control amd
jother similar subjects relating to the
ractivities and functions of the office, ;
{Piled according to Agency File Mmnual,

- ations, seourity violations and other

They consist of

(1916-195l;)

INDIVIDUAL PERSONVEL FOLDERS

These files consgist of extra coples of
porsonnel doouments widch reflect !
‘accessioning, trenafer, sssignment, !
prowotion, and separation of employees;
lakso training courses attended, personsl
‘qualifications, leave, persomnel evslu-

dinformation acquived in the administration
of persormel sciivities of the division,
Filed alphabetic by surname,

' {Current

6.0

4 drawey leyal

safe

'L drawer legal

gafe

Temporary. Destzoy sfter 3
years, Sat off at ithe ang
of each calandar year; retiain
in current files ares 1 year
and transfer to CIA Records
Centar,

Temporary. Destroy & months

af ter omployee is separated,
Place in inactive file upon
separation of esmployee, Retain
in current files area 6 months
and destroy,
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| These sre Standsrd Form OF=LE “Erployee o3 L 17 drawer Tenporary. Dsestroy upen
i Hecord Card® on ell FDD persconel containe Kardex geparation Irom he Agency:
| ing information extracted from FDI persone gpon inira-agency Wansfer
| nel files, such ag, employee name, grade, forward {0 palning office.
| salary, position; promotion, ste. Dua to
{ aypangement of cards, file is alsc used
| for filling T/0 vacansies, plaaning FDD
. setivities, replacements, etc, Filed by
office orcanization and by positions

. thereunder. _
; {Current)

7 LANGUAGE TRAINING FILES

! These are individual files on the 3 | L drawer legal | Temporary. Destrey after 3

| Divielon's language trainees which contain . safe months, Place in inactive

. the examination results and progressive : file when braining is completed;
| reports during traioing. Upon completion : | retain for 3 months and destroy,

| of training the writbten examination and an
! evaluation are incorporsted in employee's
i personnel folder,

{Current)

| LANGUAGE KXAMINATIONS

. Tnis file consists of the writtem resulits 2.0 'k drawer legal | Temporary. Destroy sfter 2

i of langueage exmminastion given to appli- | years, Lut off file at end of
. cants or non<FDD personnel to determine i each yesr retain in current

. their potentialities, They contain the : files zrea for 2 ysars and

. completed examinations twogether with the destroy.
| reviewing officer commenis or evaluatjon i
. and grades, Filed alphabetically by sur-

name.,
(1950-1954)

i
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¢ periodicals, public ;
talligence reports due o 12

varied volume of msterials recei
Haintgined categofoeily for guick

pUrpoEes.
e, Documentis Receipls, These are retam&i el L drawer legel | Temporary. Destrey aft
copies of unsigned classified document i | safe Deut off file st end :
receipts prepared by the Division for ‘ i i retain in current files sre
distritution of material outside ofthe | year and destroy,
Agency. Copies retained as suspense and
reference. file,

11, COURIERS CLASSIFIED MAIL RECEIPTS
Copies of classified mall receipts (Form = & 2 x % card voxes Temporary. DUssivey after 1 year.
15.16) signed by couriers for pick-up of Cut off Iile &t end of each
mateyial for delivery to addressees. Filed cslendar year; retain in current

| by courier number.

, . i file area 1 year and destroy.
(1953-195h}

H
i
i
i
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i2. | BRANCH SUBJECT FILES

These fileg document the Reporting Te2 jj drawer legal '@ Permanent., Disposition not

funetionyoperations of the Division, gafe anthorized, Cut off file at
They sist of correspondence, reporis, erdl of sach year; retain in
studies and other papers relating o current files area 1 year and
collection, translation and dissemination incorporats with item 1 for

of reports and publications, records transfer to CIA Records Cemter,

mamagement, securlty, inter-agency;
lizison, editing, screening and procuring
foreign documents, statistical reports
and similar subjects covering the sctivi-
tiss of the Branch, Filed according to
Agency Hanual.

13, CONSCLIDATED TRANSLATION SURVEY FILES
These are ceniral cposs-indexed 3 x 5 33.0 i drawer card | Permanent, Disposal not
card files of all foreign language ex- gafe mthorized by this schedule,

ploitation and translation projects in
process or completed by all TAC Agencies;
other governmental organizations, pri-
vate ingd tutions, snd commercial houses,
They are used for reference purposes by
the TAC agenciss %o prevent duplication of
effort, Cards are croass-indexed by sub-
ject, country, author, source and docu-
ment nunbers.,

(1947-195k)
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25X1

| ik isions published reports, such as,
reports, summaries, pericdical

sostrac e end other information reports.

15,

16,

i file consisba of a zingle copy of all

Used for refarence purposes within the
Divigion, Copies of most reports are avail
" able in Records Center for diatritution,

| Filed categorically and by report number.

‘ 1946-1954)

4

| GRAPHICS FILE

{ Thig is 2 3 x § suspense card flle record-
4ng foreign language material forwvarded to
Graphics Register for repreduction of se-
" iected pictures. Filed chromologically

. and by report number thereander.

PROJECT RECORD CARD FILE

Tis 1s a status record on all projecta in
process or completed by the Division. The
informe tion recorded includes the title,
source, lLanguage, number of pages, require-
ment nuwber, date of publication, publica-
tion number, etc, It is used for msiniain-
ing a control on projects in process and
for complling monthly production reporis

: for the Dlvision,

FomeE sl
4 sAn £

. 36-2634
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P Shelving in

vaulted area

s drawer legsi
gafe

Permanent, Sigposition not
authwrized by this schedule.

Temporary, Desiroy after &
months, Flace in inactive
file when material returned
from Graphics; retain for 6
months and dsstroy.
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BESEGETTION IRETRUCTIG

i

Afe

13,

| B
| quiries concerning the articise &
in the "Consclidated Translation Burvey®

-
' nusber, title, publication number and i
. date of newspaper type informatien.
| Filed chronclogically.

| REQUISI TION FILE

. These are coples of requests for repro-

5 % § card file used in servicing in-
sppearing

Publication,
number,
{194 7-1958)

Fress Record Form 580 recording

Filed numericslily by project

duction (Form 36-2) of all reproduction
work, copying and bookbinding required by
the Division,

REJUIREMENTS

a, Thess are requeats served on the
Division by other offices of the Agency
snd othar members of IAC for expleitation
or Sranslation of foreign languags
material, They consist of specific re-
ts and translation service reé-

quests, Flled nuwerically by 0ffice
nunber,
b. OGulde-type reguiremsnte for continuous

axploitation for varied ipformation.

at m
HER

‘8

L.k

£ drawer card | Permment. Dlspossl not
safe authorised by this acheduls,
f#atadn in current files
ares indefind tely,
I drawer legel Indefintte. i be destroyed

safe wien informeidon is incorpor-
ated in the CTS file.
i E drawer card é'i‘ea@omry‘ Destroy after 1 yeer.
‘Cut off file at snd of each year;
reteln in cwrrent files ares 1
;year and destroy.
It drawer lepal Vl‘amporary. Destroy after 3
gafe yesrs., FPlace in lnective file
when request answered; hold in
current files area snd destroy.
b drawer legal Temporary. Destyoy when super-
gafe gedad or cancelled,

. 36-269A
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D OSREETS
&, Uongist of Form .0 i dra
i reperis when pro : z«:’*z:u: w‘m
| ays used o prepare information reporls
| =nd retained for reference purposes. Info
: }etﬁn 1ally duplicsted in Ifem 16, : :
: d by Office snd chronclogically ihere- : -
{1952-1954} .,
. b. Preject record sheets maintained on I )l drswer legs Tanporary.
special nmjectg. Ne cduplicabdlon else- : o aafe [ years.
whare, Filed by Office number. ! : !
(1950-1954} : ‘ %
N OF STATISTICS ;
a, These are compiled statisiical reports ok | & drawer 1  Perwanent, Visposal s
for the Division based on monthly reports | . safe authorizod w thie :
' and work sheets, Information relates to | ‘Retive %t ClA Records Center
| the number of requirements served on the cuhen 3 ;raars si.ﬂe Incorporats
i Division by offices, languages, pages ‘with item 1 for transfer to
i cost, type, and othar pertinent information, : ' the Center.
. Used for fipgure comparison's and for : !

| various computstions. 4lso a constant
source of reference, Filed chrombgically,.

(1952-195L)
are the work shects used i‘c:r Doz « jsgal | Temporary. II‘#stmy & months

ng the statistical reports in

sbove, {Work shests for years ﬂ_rev;ou

| to 1952 have not vet been consolidated
ints a finsl report),
{19h9-195k)

i aftar report has been compiled,
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A listing of unclassified translation
. contract numbers, requirements and branch
. Used.for assipgning UT number,

e

¢, A listing of numbers assigned o proj-
ect prepared by Division, ILists number,
branch, requirement and preparing official

" Uged for gontrol,

- d, & listing of publication numbers as-

gigned to Jivision reporis., Iists publi-

" sation number, project number, branch,
. date to and from Mvision,

Yzed for
control,

e, log by project number, of published
reports, listing typist and proofreader.
Used to record information on project
cardse.

| CONVENIENCE FILE (READING)

Bxtre copiez of cutgoing correspondence

: and memorands maintained for convenience
' of reference,

Filed chrenclogically,

L3

jnd

P

™y

P

grawer 1
zafe

drawer legsl
safe

draver lszal
safe

drawer legal
safe

drawer legal
gafe

bDastroy afver 1 year.
Cut off file st end of each year;
retain 1 vear and desiruvy,

Temporary.

Temporary. Destroy after 1 year;
Cut off file at end of eadh year;
retain 1 year and destroy.

| Temporary, Destroy after 1 ysar,
(Cut off file at end of each year:
iretain 1 year and destroy.

| Temporary,
iCut off file st end of each year;
‘retain 1-year and desiroy.

Temporary.
iCut off at end of each calendar
year; retain in current files
‘arez 1 year and destroy.

BDestroy after 1 year.

Destroy after 1 year,

. 36-2684
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23, OUTSIDE TRANSLATIOR TRDEXL
£ 3% 5 card file on uwnclassified trans- b }i drawer lsgal | Indefinite, Project in
iaztions done outside FOD, Used as a safe experimental siage.
suspense file, recerd of daily operationsl
work snd estimates for fiscal purposes.
Piled by contract numbsr,
(1951-195L)
3l,| PEFERENCE PUBLICATION FILE
Consist of copies of NSC, WIS, chartis, 3.5 I drawer legal | Temporary. Desircey when super-
regulations, memosz, requirements, safe seded or no longer needed,
pamphlets, newspaper clippings, etc.
Maintained by the Editerisl Section and
filed by type of issuance,
25.! LIBRARY MATHRIAL
Congist of encyclopedias, dictionaries, ¢ 20,0 Bookcasges Permanant. Return to Library
gazeteers, year-books, etc. maintained when no longer needed.
as a ready reference.
26.! BOOX PURCHASE FILE
Thege are card files maintained on books
purchased for the Division through the
Library to be used as reference material.
&, ILibrary Purchase Order Forms made in 1.5 }i drawer legal | Temporary. Destroy when order
quadruplicate by the requestor, pink copy safe has been filled or cancelled.
retained az a suspense copy, remainder
sent to CIA Iibrary. Filed by office
control murber,
EORE KO, Approved For Release 2005/11/21: « 3-,?3DP70-00211R000300010003-3
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vk remaing in the Yvisien, Filed
habetically by book titls,
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BRANCH SUBJECT FILE

Congigle of axtra copies of memoz, reporis 3.3
i and other papers relsting ito the adminis-
tration of the setdvities of the Branch,
Haintained as s convendience Iile for re-
farence, Filed Dy subject matter,

: (1948-195k)

REQUIRE&?NTS;ILBS
; [+

| a. Copies/operstional guide and specific | 1.3
| requirementis served on the Branch by other
offices or agencies, Record copies main-
tained in Reports Branch., Used for re- |
| porting purposes, Filed by requasting i

- office,
f (1951-1954) \
b, Extrz copies of operational require- & L,2

mants meintained by each geographical
- seotion for convenience,

- These are copies of intslligence reports,
state dispaiches, Army, Navy, Alr Foree

. reports, FBIS, NIS, Pamphlots, publications
- maps, and other material, Used as refsrentes
in preparing information reports. Xaterial

. axintained by each section due o gesgraph.
 ieal and language variations. Filed by !

- subject content. 7‘

(19019-1954)

. 35269
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It draver legal
. safe

L drawer legal
safe

L draway legal
safe

H —:m; *TATY o
‘seded or no longer needed,

L drawer legsl
safes and
cabinets

: Tamporary. Destroy after 1 year,
t Gut off file at end of each

. calendsyr year; retain in current
" files area 1 year and destrey,

. Temporary. Destroy after 3
- when requirsment completed or
- cancalled.

Piace in inactive fMle

. Temporary., Destroy when requirs-
iment has bean completed,cancellad,
- or supersedad,

beztroy when guper-
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6K SHEET (

TYPE c“'?aL;ss
FOUFMENT

D:EPOSITION INSTRUCTiOKS

3.

3z.

33.

LIBRARY REFERENCE MATERIAL

Thepa are boond books, technicsl mamuaie,
distionaries, yea books, etc: Used for
refarence purpcsses,

FOREIGH WBMSPAPERS AKD PERTODICALS

These are to be exploited, abstracted,
traneiated or otherwise reviewed for the
purpose of carrying out the Division's
sission., Divided among the seotions
sgeording to 1 content,

(1953 EE

PROJECT RECORD SHEETS

Conalatls of record sheets removed from
projects completed by the Branch, Haine
tained only to prepare monthly production
report. Filed mmerically by projeet

rmber, .
{Current)

PROJECT LOG

Ledgar<type books used for assigning proj-

act nuwber within the Branch and for main.
taining & ready referente, HRecorded on
the log iz the project mumber, title,
language, and requiremmnt,

(1952-1954)

228.0

ol

o

Bogkcsmes and
on individusl
desks

Shelves

i drawer legal
safe

L drawsr legal
safe

Parmanent. LRetain indefinitely
except that material when no
longer needed will be retumed
to the Iibrary,

Permsnent, To be forwarded tw
Foreign Branch, CIA Librery
when sxploitation completed.

Temporary.
level, Destroy when monthiy
report completed,

Temporary, Cubt off file at and
of each ysmr; retain in current
files area 1 year and destyoy.

Maintain one-month

FORM WG
T MOV BE

362694
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RECOHRDE CORTRO S I RUATION SHEET
z»:}jﬁ (Ficis ‘;ii inefuzive deice} fhin DISFOYITION tHMSTRUCTIGHS
25X1 .,
Hibe
2.0 E drawer card Temporary, Destroy when oo
gafe longer nesded.
ok 5 drawer card Temporary, Destroy when no
aale longer needed,
3%.| OPERATIONAL INTELLIGENCE CARD FILES 3
| Maintained by each language area and used an
a ready reference in preparing information |
ragoris, :
&8, Abbreviations and glossary files which 1,2 i drawer legal %'farxporaz}r. Dastroy whan
supplement dictionaries. Maintained by gafe ‘glossary publishec or dien
various language ares on 3 x 5 cards, i im0 longer neaded,
Fijed alphabetically. :
b, Index of newspapers and periodicals , . i drawer lsgal Temporary. Destroy when obaclele
lgiving title, editor, address, political | safle or when no longsr needed,
{affiliation, source and obther partinent :
;data, Naintained on 5 x 8 cards, Filed
i by title.
‘e, Personslities. 3 x 5 card files main- | ,3 it drawer legai | Temporary, Destroy when no
i teined on names of individuals appearing safe {longer ndedad.
. in forelgn newspapers and periodicals giving
¢ & brief blographic summary. Filed alpha-
i betically by surname.,

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300010003-3 ' B




prl oved-For Re%ea‘seiﬁﬁﬁfﬁ

{ - RERY

pu
LR

FILES (DENTIFICATION

: CIA-RDP70-00214R000300010003-3 o ——ry

TEM . "
MO, {Feele, desecipeion, srrangreent, mad ,nclesiws fatre} thinenr P2} EQuiFMENT B
o OHAL INTELLI CAHD FILES
W ED}
! d, Falrs and conferences, 4 3 x 5 fils o1 & drawer legal | Temporary. Bestroy when no

| on international fairs and conferences
i giving date and place and published r&;mrt
; number if eny, FPiled alphabstically, ;

safe

longer needed,

- - 2694
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sud inclusive datas;

Conglsts of axtrz coples of memos, reports; 3.0 | 4 drawer lsgal | Temporary. Desioyy afiter I year.
¢ and other papers relating %o the admwinis- . eafe Cut off file at end of sach year;
i fration of the sciivibies of the Branch, : retain in current files ares 1
- Maintained as a oconvenisnce fils for * | year and destroy,

refersnce. Filed by subject matter, ‘

: (1947-1954}

7. REQUIREMENTS FILES

' a, Copiss of operational requirements 1.1 - L drawer legel | Temporary. Destroy sfter 3
served on the Braich by other offices ! sale . months, Flwce 1ln inactive “pile
or agencies, Record copies maintained ; i when requirement hes been completa
in Reporte Branch. Used for reporting : ! or cancalled.
purposes, Filed by requeating office. ! ;

b. Extra coples of operational require- : 1.8 - 4 drawer legal | Temporary. -Destroy upon come

; ments maintained in sach geographical : . safe pletion of requirement,
section for converdence, :

‘ce 3 x5 card files duplicaling a and b, . ,3 ‘L drawer legal @ Temporary. Destroy in sccordance

. Used primarily for reference purposes. i safe with a and b,

36, REFERENCE AND RESEARCH MATERTAL 7
Conslist of copies of intelligence repcrts, 5.5 L drawer legal . Temporsry, Dewtroy when super-

| State dispatdhes, Hational Intelligence | safe | seded or no longer needed,

: Survey, pamsphlets, publications, maps i

- and other material, Used as referances |

¢ in preparing information reports. Material

: is maintained by individual secticus due |

~ %o geographical and language variations, |
13& by subject content.

36-268 Approved For Release 2005/11/21: IA®RDP70-00211R000300010003-3




Theese are bound books, Techniocsl mamuals,
dotionaries year books, ele, Used for
refarence purposes,

FOREION NEWSPAPERS AND PERIODICALS
These are to be exploited, absiracted;
transiated or revieved for the purpose
of carrying cut the Mvisions mission,
Mvided among the sections according
; language cohtent.

k

(1952-1954)
ABSTRACTS
Coples of sbstracts of 30 2ie
mante for immediate use of UIA offices,

Abatracts do not appear in poblished farm 1

Ratained for reference purposes, Filed
by smublect, .
{1951-195L)

| PROJRCT 104

" 8, Log book used fer sasigning project
. mumbers within the Branch and for main-
; taining a ready reference, Information
. recorded is the project mumber, title,

. date, requirement, langusge and pages.
(1951-195k)

Bookcasses and
cn individusl
desks

Shelves

L drawer legal
safe

i drawer legal

safe

| Permansni. Hetaln

{ Temporary. Out off file :
end of each year; reiadn I
i ecurrent files arsa 1 year
. and destroy,

ndefinitely

sxcent thet material wien no

 longer needed will be returned
i to the Litrary,

Permanent. % be forwarded to Forsign 3r.t
| Library wien exploitation ocome

pletad.

Temporary. Destroy when no
| lenger needed.

el
o

fos3

. 36-2684
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REORDS COMTROL sc&gesg;fgﬁ%mamx SHEET

PTEM

#O.

- FILES IDENTIFICATION
(Titie, description, arrangement. end incluzire detfes)

VOLUME
fLinear Ft}

TYPE QF FiLiRE
EQUiPHERT

DISPOEITION INSTRUCTIONS

i Maintained by each langusge ares and used
| ag @ ready reference in preparing informa-
i Hon reporis,

PROJECT LOG (CONTINUED)

b, 3 x5 card file maintsined on projects
in process or compleied. Flled by require
ment number @i office. Used for control

and in preparing monthly production reports.

OPERATIONAL INTELLIGENCE CARD FILES

a, Abbreviations and glossary files which
supplement dictionaries, Maintained on
3 x 5 cards and filed alphsbetically.

b, Index of newspapers and periodicals
giving titls, editor, source, politlcal
affiliation, and other periinent data,
Maintained on various sized cards. Filed
by title,

e¢. Personalities, fard files maintained
on names of individuals appearing in
foreign nowspapers and periodicals glving
brief biographic summary. Filed alpha-
betically by surname.

d, These cards contain information on
organizations, unions, ministries and
other groups which is extraclted from the
foreign documents and used as reference
materisl, Flled categoricslly in each
language eres.

o2

6,6

5

.8

2.3

Approved For Release 2

D05/11/21 :

£ drawer card
gafe

5 drawer card
gafe

5 drawer card
safe

S drawer card
safe

5 drawer ocard
safe

Temporary. Haintain one month
lavel, Destroy when wonthly
report completed.

Temporary. Destroy when
dictdonary published or when
no longer needed,

Temporary. Destroy when
obsclets or when no longer
needed.

Temporary. Destroy when no
longer needed.

Temporary, Destroy when no
longer needed,
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SLA-RDPZ0-00211R0
LR



-

snamuns (e Approved For Release 2005711, ~002TTROU03V00T0003-3" e G —
- RECGRES GORTROL SCiepweis TIHUAT OGN SHEET ‘
. I . LHe Tl :
s TER FILES IRENTIEICATION COLGME 5 TYPE 8F FiLing . )
Wo . EISPURITION (RETEUSTIONS
"o ¢Tiefe, description, 2:sngement, snd inciuvivs Qifes) | (Einear Pt} £ 05 PHERT BISPORITION 1RS o

OFERATIONAL THTELLIGENCE CAHD FILES

8, 3can cards. Information is carded as okt 5 drawsr card Terporary. Deslroy when nc
& regsult of ascanning through foreign news- safe longer needed.
pepers and periodizals, A brief sumvary ’
is mads of articles though W be of possi-
ble future referende in preparing a report.:
{1553-195k} !
£ 3 x § card file recording all un- L2 £ drawer card Terworary. Destrey when no
classified translations done outside the | safe longer nesded,

Mvision, Thiseare duplicates of records
mgintained by Records Section,
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Approved For-Release-2005/1424(' CIA-RDP70-00244R
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sPrizE, APF R
eTEsE FILES 1ReRTiFIDATION VOLURE TYRL 3F FILINE B
w0 {Fitis, demcription, s!raﬁgi—ﬁfgf, and incfusive davesz) tliness Pr: ELi FRENT B
Lis PRANCH SURJECT FYIE
Consists of extra copies of memos, reports! le5 i drawsr legel Temporarye Destroy after ! years Cut off
and otber pipers relating to the safe ‘file at end of sach year; retain in currest
adeinistration of the activities of the ‘Mlss area I year and destraw.
Branch. Maintzined as a convenienes Plls
i far referencs. Filsd by subject matter.
| (19hi9=195% )
45 | REQUIREMENTS FIIES
s+ Coples of opsratiomal guide require~ 1.5 L drawer lsgal f'!'o@orary. Dastroy after § months. Place
ments and specific requiremsnts served safe ‘in inective fils when requirement complated
on the Bremch by other offices or asgencles cor eancelled,
Record copies maintained in Reports Bramch :
Used for offlice reference and reporting
purposes. Filed by requesting office. ;
(1952-1954) |
b. Extra copiss of operstiomal require~ | 1. él‘onpora::r. Destroy when requirement has
. ments maintained by esch fumctionsl : ‘bsen oompleted; cancellad or superseded.
| section for convenisnce.
- | ¢e 3% 5 card file index to Branch ol i drawer lagal Temporarye. Destroy when requirement
requiresants for easy referenca, PFilad safe

by office and mamerically thersunder.

completed, cancellsd or supsrsedsd.




S_m__g( S

LES IDERTIFICATIOR
. arraagesent,

spd ipclusive dufes}

VOLUME

i hinzar Ft}

el iPRERT

R OURETRUCTHONS

25}

ht.

L8,

. variationse

BEFLRENCE AND RESEABCH HATEFNTAL

Theze are coples of inteliigence repo
Stste dlepatobes, Aray, Havy and Adr
¥orce reparis, Natiomel Intelligence
Surveys, pamphlets,; publicstions, maps,
zlso rough drafts of complsted reports.
‘sed as references ip prepsaring inforiia-
tion reports. Material mainteloesd by each
ssotion dus to pecgraphical and technical
Filed by subjesct content,
(19&?-19511)

L

LIBRARY REFERENCE MATERYAL

These consist of bound bouks, technical
manuals, dictionaries, year books, etc.
Uised for reference purposes,

FOREICGHE HEWNSPAPERS AND PERIODICALS

These are toc bDs exploited, abstracted;
tranglated or reviewsd far the purpose
of carrying out the Mvigionts mission.
Divided among the mecilons according io
functional interest.

(1953=195h )

ABSTRACTS

Copies of abatracts of | :
decumente for immediate use o R offiess.

kbgtrscts seldom appesr in published form.
. Retained for reference purposes. :
! by subjeat.

Filed

(1951-195k )

665

| 208,0

33.5

oL

k drawer safs
and § drawer
map case, h

drever legel
cabined, and
open shslves

Bookcsases and

i Temporarys

Destroy wher superssded or
o longer heeded. (Rough drafts shwuld
mak ba retained. oo & selective besisz omlyl)

Permanent. Retaln indefinitely sxcept

indlvidusl deske that materisl when no longer needed will

Shelves

L drawer lsgal
safe

be returned to the Library.
Permanent. To¢ e forwarded tc Foreigs

Branch whes exploitation completed.

Temporary. Destroy whee no longer naedad. |

© 36-2604
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l::l {Figke, Mrﬁptiﬁ‘.eitim?tﬁ iwciunnive detes) {lcinm!} ?2) WPEE::’:;:;ES V BIXFOSITION IRETAUCYIONS
50,7 I0G BOOES
8. BHotebook-type log for assigning 1 i drewer legal | Temporery.
presz reporis by oumber, titie, page and sule
&ug
(19492954}
b. Hotsbeok-type log used for recording 1 L drawer legsl [Temporery. Cut off f£ils st end
prejest misbers within the Branch and for safe of sech ywar; retain in current
melntaining & re reference on projects file ares 1 yosr and destrey,
within the ares, vea the project nwm-
ber, title, requirement, date and
linguist,
(1950-195%)

e, lLog listing non-Russian language news. 3 L draver lsgsl |Temporary.
papers roceived by title mud date, safe
d, 5 x 8 card tile for recording receipt o7 Eardex file Teporary.
of newspspers and periodicals and their gafe
return,

5 X1 e, log on all reports produced by o1 4 drewer legsl |Temporery.
sach section, Jest, safs :
£, Ivoss~iesf binders to record names of 2 L drawer legal |Tewporary, Discontdmad in
plases md cities in the Soviet. A oon- safe favor of gazetear or card filse,
vanience file, .

Sil.| OPERATIONAL INTELLIGENCE CARD FILES

Maintained by easch functional ares and
used as » ready referoncs in preparing
informstion reports,
a. Abbreviations and glossary files which| 1.9 § drawer legal (Temporary. Dsstroy when glosssry
supplement diotlonmdes. Haintained on safe ipublished or shen no longsr needed.
3xSed S x8 cards, Filed aiphabeticals

— Approved For Release 2005/11/21 : cm-@ﬁ& 5211R000300010003-3
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FiNGOTION SHEET

§YEM
M.

. FILES IBENTIFICATIOR VOLIME
(Fitie, descripéion, erremfement. And inclusive dutes} {Linear Fi}

TYPE OF FILING
£05 1PRERT

BISPFLSITION IKSTRUCTIORE

OPERATIONAL INTELLIGRNCE CAND FILES

b, Index of periodicsals and bocks giving 3
titie, source, type of material to be
found snd other pertinent dsta, Halntaine
et on 3 X 5 cards for veference. Filed
b" tHiles,

¢, Personslities, Indices which contsin { 14,0
numes of indvidusls eppearing in foreign
newspspers sad pericdicsls glving & brief
blographie summary, Filed alphasbetically
by sarneed,

4. Industrisl installation cards contain- 6.8
ing Htle or nsses of plants, organizations
minigtries and groups together with dats
relating to production, organmisation, eto,
Piled toelly by name. Maintained
on3x5 5x8 end ks x 6 cards,

e, Docasent lom records., File on booksd 2
on losa in the Braach or those requested
by ths Brench for reference puxposes.

Information duplicated by Screening Undt,

f. Cmrd eclisction of inforsation on T0
tochnicsl data of intersst for posszible
publication and those which have baem
published as reporis on such sibjects as
reflroad, electriclty, construction,
metallurgy, water fransportation, weather,
sgriculture and various other subjecis,
Haintained on vsrious sissd cards,

g. Special project in process for OCD 5.6
minteined on 3 x 5 and § x 8 cards,

Eardax fils
safe

5 drawer card

5 drawer caxrd
file

Kardex file
safe

5 drawer card

5 drawer csrd
zafes

Temporary. Uestroy when
obaolete or when no longer
noaded,

Temporery. Destroy vhem no
longer nesded,

Temporsry, Destrey waen oo
longer needed,

Temporary. Pestroy wien
meterial returned,

Temporary, Destroy when
report published or infor-
mation no longer needsd,

o be forwardad with publi-
cation to reguester,

FORE NI,
1 WOV E3

36-269A
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RECORDS CORT... SCHEDULE it TREsaREn
DFFILE. DIVISIOR, BHARCH - ap¥
FAR BAST BRANCE
P YEM FIiLES (DENTIFICATION Y;JLIEKE TYEE QF FILIHG
5O, {Fitis, degcription, arrangement. znd Isclusive dates) {Linenr Fi} EGU I PMENT
T 0 HIGJELT FILES T - T - ) T ’

52 | Gomsiats ¢ pies of memos, reports aad L0 Y drawer legal |Temporary. Destroy after 1 year. Cub
other papers relsting to the sdmiz- safes off fils st end of each yearj retain in
istration of the activities of the Branch. current files area 1 year and destroy.
Maintained at ths Branch and Sestion
lsvels as a convenisnce file for reference
#iled by subject matier.

(1952~2954 )

S3. | REQUIREMENTS
&« Copiez of opsrational guide and 3.0 I drawsr legal |Temporary. Destroy after 3 months. Place .
spscific requiressnts served on the safes in ipactiva file when requirsment complsted)
Eranch by other offices or agenclas. or cancelled. ¢
Record copies maintained in Reporis Branch
Used for reporting purposes. Fllsd by
requesting offiese.

(3953-195k)
be Extes copies of requirements maintain-i 1.3 Temporary. Destroy when requirement has
4 by esch geographical section for besn completed, cancelled or supersedsd.
convenlence .
ig:“:;‘ié 36268 Approved For Release 2005/11/25;.;_4 '%-EQDP70-00211R000300010003-3 {4t}
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PECORDS CONTROL SCHEDULE

FiLEE (LEMTIFICATYION
(Fithe. dedcripiion, arreagescsf, sud Jaciueive defse}

VL UME
fhimesr Fi}

TYEE OF Fil(HE
EGU i PHERT

EORRTIne Tion sweer
e fibe

TIBFORITION INQTHUCTIONS

55.

Tese sre copies of intellipencs reporia,
8tute diemsetches, Army, Bavy, Alr Force
reports, Daily China Press Reporis, FEIS,
HiS, msps, pamphlets, publications and
other materiasl, Used as referencesz in
preparing information reports, Haterial
mintained by eack section due %o
goopraphical and langusge variations,
Filed by subject content,

(1947-195k)

LIBRARY REFERENCE MATERIAL

These are bound books, technicsl manuals,
dietionaries, year books, eic, Used for
reference purposes,

These are o be exploited; abatrected,

translated or reviewed for the purpose

of carrying out the Divimion's wission,
Mvided asmpng the secWons acoording to
language ocutent.,

| 10G BOOKS

8, Ladger twpe book used for ssaigning
project numbers within the Branch and for
maintsining control on projects,

Flng HS.
wens En

36~2634

1160

328.5

el

i

L drawer legal
safs snd
cabinate,

Bookcames and
individusl

| desks

Shelves and 4
drawer lsgsl
cabinets,

Temporary. Destroy when supere
gaded or nc longer needed,

Permanent, Retein indefinitely
except that materiel when no
longer necded will be retumed
t the Libzary,

Permunent, To be forwsrded te
Foreign Branch GIA Libesry.
when exploitation completed,

Pemporary, Destroy after 1 year.
Gut off at end of each year;
retain in current files ares 1
year and destroy.
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TUCORDS CORTROL SCHEN SISO Tir Tiow SHEET
FTER : FILES (QERTIFICRTiom FOLUME : TYPE of ?Sé;;ig P -
;:ii (Fi5le, deacriptine. aridugonent, sad isciweive driss} Linsar P2} EQUIPRERT PISPORITION (RETRUCTIONS

E7e | ID0 HO0ER {Comtimmsd)

be loose~lsafl books used to record receipt «3 il drawer legel |Temporary. Dssiroy after I ysarj retais
and dieposition of Chinsse pericdicals asud sale in current files are 1 yaar and destroye.
newepupsrs by title, date, scurce, etco.
Halntained for record purposes.

58, | OFERATTONAL TNTELLIGENCE CARD FIIES

Mainteined by each language area asd uged
as & ready referencs in oreparing
informetion reportas.

Ge Abbrevistions and glossary filee on 1o Temporary. Destroy when glossery published
unusual terms. Maintained on 3 x S cards or when no longer msedad.
or notabooks, M led alphabetically.

be Indsx to newspapers and periodicals 20, L arawer lsgsl [Temporary. Destroy when cbmoleis sr when
giving titls, suwros, editor, political safe ne longer mseded.

affiliation, and othar pertinmest data. g '
Meinteined en 5 x 8 and 3 x 5 cards.
Filad by tith.

e 3 X 5 copies of library catelogus cards «5 |5 drawer card |Indefinite, Forward to OCD Library whez
of certaln material available at Stanford, zafe no longsr meeded.
Harvard and Hoover ILibraries.

de Personslities. Contain namss of 2¢7 k drawer legel !Temporary. Destroy when no longer needed,
individuals appearing in foreign newspapers safes
and periodicels together with brisf
biographic sketchss. Filsd alphabetically
by surname. Maintained on various sised
cards.

. o - Approved-ForRetease DP70-0024+R0003 — _ N
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, RECORDS GOWTL . SCHEDULE SEL ot A e :
GFFICE, BIVIS(ON. ERANGH T ) APFRGTING
SCIENTIFIC THCHHICAL BRANCGH
PTER ’ FiLES 1BERTIFICATION VOLUME TYPE GF FiliHG
uo, iFitle, desceiption, arrangement, amd inclusive dates) {ilincar Fi} EQU i PHERY

£9.]BRAKCH SUBJECT FOE

-

Consiates of exbra coples of memos, reporis, «5 | L draver legal | Temporary, Destroy after one
and other papers relating to the admin. safse year. Cut off fils 2t end of sach
istration of the Branch. Hainiained zs 2 year; retain in current file area
convenience file for reference, TFilsd by one year,
sublect matter,

(19L7=195L)

60, REQUIREMENT FILES }
L drawer legal |Temporary, Destroy after thrse

as Copies of operational requirements 1.5
served on the Branch by other offices or safe montha, Place in inactive file
agencies, Record copies msiniained in when requirement has been
Reports Branch, Used for reporting completed or cancelled.
purposes, Filed by requesting office, .
b, Bxtra copies of operational require- 1.0 | L drawer legal |Temporary. Destroy upon
ments maintained in each section for safe completion of requirement,
convenience,

(1952-195L)

61, REFERENCE AND RESEARCH MATERIAL
2pX1 Consists of coples of intelligence reports, 15.0 L drawer legal Temporary. Desiroy when super-
State dispatches, pamphliets, publications, gafe seded or no longer needed,

eports and other material, Used az
referencs in preparing informstion reporte,
Haterisl maintained by individual sections
due te functiopal breakdowns, Filed by
type and subject,

1
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ne longer

needéd,

220 Shelving Permanent,

Library

These are to be exploiled, absirac
. transiated or reviewed for the pury
" of carrying out the Divisions misslon.

: Bivided among the Sections according to
i subject content, _
: {1251-2051)

Bie | ABSTRACTS

5X1 | Copies of asbatrects ef| I ol ko drawer lsgel | Temporary. Destroy whes mo lauger
doowmente for imwediate Use of CIA Ol7icese safe noedad .

Abstracts seldom appesr in published form.
Betained for reference purposes. Filad oy

numbere
{1952-195k}
65| 10G BOOKS
8¢ Leg books used for sseigning project «3 Temporary. Cut off file st end f-:ér%% b
mumbers snd eontrol within the Branch snd vear amx! retala 1n current fike/ /o
for maintaining a ready reference. year snd destrcye

Information reccrded is prejest number,
title, date, requirememt, pages.

Approved For Release 2005/11/2
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7.

language pariodieala, [lste zbstraet
mibers (19hT-195k }

e ILog of sscticats work. Titls, number,
date, source recorded. Used for refersnec.
(1952195

ds lLog of psricdicsle received in Ssotion.
Iists title, iscue musber, date of reeeipt
and return. Duplicates information In

ARIO file. ,
{1953=19%h )

PERIODICAL (ARNC) FTIE

5 % B card file index to Sclentifie
periodicals that have been abstracted,
translated, or exploited. Filed
alphsbeticslly by periodical title.
for reference to prevent duplication.
(19kT7~1954)

Usad

PERTODICAL ABSTEACT FIIE

{3 x S card file of abstracts from foreign

Scientific periodicals, filed slpha-
betically by subject. Used far refersnce
and research.

(19L 7195k )

oZ

«1

j ad

Ge&

safe

L drswer legal
safe

T drawer fils
safe

< drawer Ml
safe

=@ npwwﬁmgﬁ‘*'““’e 200511124 CIA-RDP70:00211R00030007100033 ( —=
. ORDS CORTROL SCHEDIRE - CRTEE" TIOK SHEET
UL ericte, avvorineiens evosevvents ot inciusie ducens * BRI e
G5 | I0G BOOKS (Continued)
be Ilog book of absitracts made from foreign 1 i drawer legsl [Tesparary. Destroy when no longer meeded.

Pemporery. Cut off st end of sach yuare
Bstain in avea ens year emd destroy.

Terporary. OCut off gt end of six months.
Retain six months and destroy

Pemporary. Desirey whes no longer needsd.

PempoOrarys. Destroy when no longer beeded.
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- FILEE IBENYIFICATION
{Fidfe, descriptioes, Brraagewent, ad inciveive daiss}

VOLUME
¢hinsar Fi}

TIFE
Edny i PMENT

9F FiiiG

=

PEPGEIT 08 iRSTNUCT IOHS

69¢

Fils of tables of coutents of Periadicael
ibstracts. Used for referends.
{19k9-155k)

OFERATIONAL THTELIICENCE FILES

¥einteined Uy each functional ares and
vged ae rasdy reference in preparing reparté

8. Card fils ef various sizes of

scientific news items to be published.

Filed alphabstic by subject.
(1953-1954)

be 5 x & draft card of Periodical
Abstracts, Used for checking, Milad by

mhjgat.
(1953=1954)

é: 5 xz 8 fils of snginsers and snglneesr=
ing institutions of the USSR, Fllied
slphabetically.

(19h 7295k}

ds Blographie informstion of Sovietb
gclentiste on varioup-gined cards. Fikd
alphebetically.

(194 7-1954 )

8¢ 3 x5 card fils of electrical terms in
German and Russian, PFiled giphabetiocnlly.
(1950=195k}

o

2%

ol

o2

2ok

2

A Ir_\prnund Eor Release

005/4 4124,

L drawer lsgal
safe

Temporary.

Temporsry.

TemporsyyYs

Te D& destroyed after publics~
tion.

Temporary. Destroy aftsr chechking.

Temporary. Destroy when superesded or no
longer needed. ‘

Degtroy when no lotuger needede

Temporarye Destroy wheb Bc longer nesdads
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CFEICE. DIVISION., BRANCH APPRGY IHE 67 F:
PROPAGAKDA ANALYSIS
iTEW FILES FBERTEFiCATION VOLUME | TreE o FiLing
m{A B (Ti(ie,ﬁoiw-::ipcinn; ssrlnjelfzsi,raun' inciuzive dates) {Linear Fi} LQULPRERT —
7le IOPERATIONAL INTRLLIGENCE FILES
ga. 3 x5 card fils of foreign ol | Femporary. Destroy when no longer meeded.
personalities concerned with propagands.
(1953-195%) '
be Flle of various sigsed cards of foreign 1 u drawer legal |Temporary. Destroy wien ne longer nesded.
language journals concerned with safes
propagands. Information listed in !
bibliographicals, Filed alphabetically by
country, and subject. |
(1953-1954)
|
72« [RESEARCH AND REFERENCE MATERT AL
:rheao are filea of various aiweews® reports 20,9 L drawer lsgal Temporary. Destroy when no longer used or
jon propaganda analysis prepared by State gsafas supersedsd.
partment, CIA, and other IAC agencies, 5
lconsisting of pamphlsts, publications,
maps, etce They are used as reference in
preparing information reports. Filed by
_|subject, chronologically.
) (1953-195)
T3¢ IGLOSSARY FIIE
3 x 5 card file of certain faelgn teras el i drewer legal | Temporary. Destroy when nc longer used.
jnot avallable in dictionaries. safe
7he [LIBRARY REFERENCE MATERIAL
These are bound books consisting of 2o 2 = 3 shelf Permanent. Return to Library when ne
dictionaries, yearbooks, mamsls. Used for bookcase longer needed.
ireferenos. = =
i _ DZa-00241.D. 062000400033
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| ARcmwsr OF THE UNITED STATES,
“NATIONAL ARCHIVES,/ WAsHsNGTON 25, D, c.

mmm OF ESTABLISHMENT)

hmiul)wf ...é..m Dages are proposed for dizposal for the renson Indicated: ("X cnly one)
A7 The records have

B The cecords will cease 1o have vuficient vajus <

cetayed to bave suffi. to wareant furtler retentlon on the explration
ctm’. value to warranat of the period of ticae indicuted cr on the ocour-
het setention., the Wati

Ibmby muﬁ&r that I s authorized to act for the hond of this agevicy In tatters pertaining to the dhapoeal ofteoaﬂ{;. md that

t’ha m amm inthiskator -

The records will have cessed t:q va anxacixmt vRlue 0 ware ant
oclginal forms '

Archives

originsl vecords.

'vigtue of the fact that the
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